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        eBARS (Electronic Barcoded Assets Resource System) 

eBARS:  http://app.mc.uky.edu/eBARS  

 
 
 
 
 

ANNUAL PHYSICAL EQUIPMENT INVENTORY  
INSTRUCTIONAL MANUAL  

 
 
 

Scanning period: November 1, 2011 ï December 16, 2011 
Exceptions complete: December 17, 2011 ï January 31, 2012 

 

 

 
All paperwork must be received by General Accounting by January 31, 2012 

 
 
 

 
 

 
Questions concerning these instructions:   Bill Coleman, 257-1111 

HaoXin Zhang, 257-3355 

        Derek Hitt  , 257-8638 

        General Accounting 
371 Service Building 
Speed Sort 0005 

 
 
 
Scanner check out (bring eBARS ID & password): 371 Peterson Service Bldg 

 
 
 

Scanner or sync station problems:   eBARS Scanner Software 
             (Windows 7 issues addressed at this link)  

Local IT Representative  
        Campus IT Help 257-1300  

            Help Desk Representative  

            Derek Hitt  257-8638 

 
 

 
 
 

Room bar-coded labels (new or replacement): Derek Hitt , 257- 8638 

 
 
 
 
 

READ ALL INSTRUCTIONS BEFORE BEGINNING  
  

http://app.mc.uky.edu/eBARS
mailto:wecole2@uky.edu
mailto:hxzhan00@email.uky.edu
mailto:djhitt3@uky.edu
http://app.mc.uky.edu/ebars/scannersoftware/
mailto:djhitt3@uky.edu
mailto:djhitt3@uky.edu
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USER ACCESS 
 

To obtain an ID and password to eBARS  
 
On the eBARS Website 
Go to the eBARS website or to the UK Site Index. Select óEô, then eBARS. 
 
NEW USER 

 
1. Select óRequest Accessô at the bottom of the screen. 2. Complete the shaded areas and   
        press óNextô 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
3. Check the Scanners box under Equipment 

Modules.  
 
4. Select the department or departments in the 
óDepartments you need to accessô drop down list. 
For multiple departments hold down the Control 
key on your keyboard as you click all necessary 
departments. 

 
5. Under óAdditional associated functionalityô check 

the box for each function you will need to perform. 
 

6. Press the óNextô button. 

 
 
7.  If you require access to the Space Database, check 

any boxes that apply to your duties under Space 
Module. The default is to View Only. 

 
8. Press the óNextô button. 
 
9. Check the box below UK Vehicle Module (View Only) 

if you require access to view this inventory. If you 
need access to enter Vehicle Inventory information, 
contact Derek Hitt for assistance. 

 
10. Read and check the box next to the statement in 

green at the bottom of the page. 
 
Press the óSubmitô button. 
 
Your ID and password will be your Link Blue ID and password. It will take approximately 24 hours for 
your ID to be activated.  

https://app.mc.uky.edu/ebars/
http://www.uky.edu/Index/
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Forgot ID and/or Password  
 
For most users, the eBARS ID and password is their Link Blue ID and password. This is automatically 
updated when your Link Blue password is changed. 

 
For long-time users, the ID and password may differ from your Link Blue ID and password. If your Link 
Blue ID and password do not work, follow the instructions below: 

 
1. If you forgot your ID, email eBARSTechSupport@email.uky.edu. 

 
2. If you forgot your password: 
 

Select óI Forgot My Passwordô at the bottom    Enter your Logon ID and óSubmitô 
        Your password will be emailed to you. 

 
 

 
 
  

 
 
 
 
 
 
 
 
 
 
Change Password 

 
Logon to eBARS with your ID and Password 

 
Select óSystemsô then óChange Passwordô 

 
 
 
 
 
 
 
 

 
 
 
 
 

Enter new password and click óSubmitô 
 
You may need to close eBARS and log back on to 
use the new Password. 

 
 
 
 
 

mailto:eBARSTechSupport@email.uky.edu


Page 5 of 19 

 
 

Scanner Check Out Instructions 
 

Scanner check out is at 371 Peterson Service Building. Do not check out the scanner until you are 
ready to begin scanning. Promptly return the scanner and boot to 371 Service Building when your 
scanning is completed. Remember that others are waiting to use it. 

 
When you pick up the scanner: 

1. You must have your eBARS ID and Password to check out a scanner. 
2. Plant Assets will load your ID and room numbers onto the scanner 
3. The scanners come with boots to help prevent slippage while scanning. If this is not offered to 

you, please ask for one of the boots to allow you to strap the scanner to your hand for ease of 
use. 

 
Returning the scanner 

1. Remember to return the boot with the scanner.  Plant Assets will sync the scanner. 
2. Departments are responsible for repair costs for scanners that are broken due to misuse. 

 
Every University area must be scanned between November 1, 2011 and December 16, 2011. Any 
updates and changes will be posted to the eBARS listserv. 

 
Remember to check closets, shelves, cabinets and drawers for equipment.  ALL equipment with a UK 
property tag located in the area being scanned must be scanned regardless of who owns it. 
 

HOW TO USE SCANNER 

1. Turn unit on - Push the blue (or green) button on 
the lower left to turn on the scanner 

 

 

2.  Start eBARS program - Tap the eBARS icon (use 
stylus or fingertips, never use a pen or other hard 
objects.) If youôre not already on an eBARS screen, 
or if you canôt see the eBARS icon, press the 
óApplicationsô button/icon. 
  

 

 
3.  Go to Scan Screen - eBARS program will appear 

after a few seconds.   Tap the óScanning Data 
Entryô button.  The button will turn black and the 
scanning screen will load after 3-5 seconds. 
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4. Scan Room Label ï Before entering a room in which 

equipment is located, scan the room label, located 
on the middle hinge of the door, for that room. 
Scanning the room label updates the location of the 
equipment in eBARS.  
 

 Rooms with more than one entrance have only 
one label. Find the door that has the label.  

 Cubicle work stations may have room number 
labels affixed to them.  

 General areas such as hallways and reception 
areas should have a room label near the 
entrance, on the entrance door frame or wall. 

 

If no room label is found, contact Derek Hitt  at 

257-8638. Equipment within a room canôt be 
scanned until a room label for that room is applied 
and scanned. 
 

 
 

5. Scan the property tag for each equipment item in 
the room. Point the top of the scanner at the label 
from about 6-8 inches away and push one of the 
buttons on the scannerôs side near the top. You 
should see the laser on the label.  

 
 
 
 

 
 
 

6. Successful Scan ï If the scan is successful, youôll 
hear a short beep, the óscan lightô will turn green, 
and text will appear in the óRoom IDô box on the 
screen.  The text in the Room ID box will either 
show the building and room number  

 
or 

 
Show an óRô number, indicating the number on the 
room label  

 
A list of the tags scanned will appear on the left 
side of the screen. The last tag scanned will be at 
the bottom of the list highlighted in black. The text 
may take 2-3 seconds to appear in the Room ID 
box, especially if you have a large room list or if the 
room you scanned isnôt in the list. 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

mailto:djhitt3@uky.edu
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If the scan isnôt successful, move the scanner away 
from and towards the label while holding down the 
scan button.  Ideally, the laser should paint the 
entire width of the label, including the white space 
on either side of the barcode. 

 
Scanning another departmentôs equipment will not 
put the equipment on your inventory. It updates the 
location (building and room) and shows ófoundô on 
the other departmentôs inventory.  There will be no 
indication on your inventory that another 
departmentôs inventory has been scanned. 

 
 

Other Scanner Features: 
There are 2 separate features designed to maximize battery life 
 
 

Á Scanner Turns Itself Off - Within the eBARS program, the laser 
turns off if itôs inactive for 90 seconds.  To turn it back on, tap the óSCAN OFFô 
button.  It will change to óSCAN ONô with a white background and the scanner will 
be operational. 
 
 
 
 

  
Á Scanner puts itself into ósleep modeô -   After a 3 minute time period 

the scanner will go into ósleep modeô.  To further save the battery, turn off óBeam 
Receiveô if it is on.  To turn the ósleep modeô off Push the power button (lower left 
green button).  This will return the unit to the last screen in use when the scanner 
was last used. 

 
Á If any other button is pressed, the unit will turn on, but it will leave 

the eBARS program and load a different program. To return to eBARS, you will 
have to go to the Main screen and tap the eBARS logo to reload the program. No 
data will be lost, but extra steps will be required. 
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 Battery Level 
 
The scanner will not operate when the battery level goes below 40%.  However, at 40%, the scanner 

still maintains the data previously scanned; therefore, even thought the scanner 
isnôt operational, no data is lost. The battery level indicator is on the main scan 
screen.   
  
The battery level indicator may show an increase when the scanner has been 
turned off for a period of time, and will show a decrease after a period of usage. 
 
If the battery shows a level of 40% or less, you will need to sync your data.  You 
will need to charge the scanner for several hours before you can scan again.  

  
WARNING: If the batteries are completely dead (the unit doesnôt come on when the power button is 
pushed) any data stored on the scanner has been lost.  Therefore, itôs extremely important to sync the 
scanner each time a session is completed.    

 
MANUAL TAG ENTRY 
 
There are several reasons a manual entry is necessary: 
 
Á Off Campus is for equipment located off University premises, such as in an employeeôs home. This 

selection requires an Off-Campus Equipment Report if any of the following apply:  
a) An off campus form has not been previously submitted.  
b) There is a status change i.e. person moves or another person has the equipment. 
 

Á Not Scannable ï Tag is missing, tag wonôt scan, tag is inaccessible, or equipment is untaggable. 

Note: if the tag is missing, damaged, or inaccessible, please contact Derek Hitt  to receive a new 

tag. 
 

Á No Barcode is for a property tag lacking the lined barcode on the label or the entire tag is missing. 
Please contact Plant Assets for tag. Note: Check the equipment thoroughly to see if a new label with 
a barcode was placed in a different location before making this choice. 
 

Á Bad Barcode is for property tags with a barcode but the scanner will not scan the barcode.  
Note: It can take more than one attempt for the tag to be scanned; therefore, itôs best to try several 
times before resorting to manual entry. If after several tries, the tag still wonôt scan, contact Derek 
Hitt  for a new tag) 

 
Á Label Location is for property tags you can see but are unable to reach with the scanner. Contact 

Derek Hitt  to receive a new tag that can be placed in an accessible location. 

 
Á Scanner Broken if the laser light on the scanner doesnôt work but it will allow a manual tag entry, 

choose this option. 
 
Á Other is for any reason not listed above.  

 
 (Any department with a large percentage of manual tag entries is SUBJECT TO AUDIT). 

 
 
 
 
 
 
 
 
 
 

mailto:djhitt3@uky.edu
mailto:djhitt3@uky.edu
mailto:djhitt3@uky.edu
mailto:djhitt3@uky.edu
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Manual entries can be done on the scanner or through the eBARS web site. 
 

On The Scanner 

a) Scan the room number 
b) Select the óManual Tagô button on scanner 
c) Enter the property tag number and tap on 

the óEnter Tagô box 
d) Select reason for Manual Tag Entry 

 
 

    

 
On the eBARS website  

 
a.) Logon on to eBARS  
b.) Select óScanningô and óManual Entryô 

 
 
 

 

 
c.) Complete the following fields: 
 

Property Number ï enter the property number. 
Example: A723195 
 
Building - Select from drop down list (UK Hospital 
0293, Gill Heart Institute 0294 etc)  
A complete listing of  buildings can be found at 
http://www.uky.edu/EVPFA/Controller/files/plant/
campusALL.pdf 
 
Room # - Select from drop down list 
This list is from the Space Database and has 
extra zeros.  
 
Manual Entry Reason ï select from the drop 
down list. 
 
Add ï Check for accuracy before selecting the 
óAddô button. Once added it canôt be removed.  
 
If óAddô was successful it will show in your 
óTodayôs Manual Entriesô 
This will now show as found on your óFound 
Itemsô report. 
 

 

 

 
  

http://www.uky.edu/EVPFA/Controller/files/plant/campusALL.pdf
http://www.uky.edu/EVPFA/Controller/files/plant/campusALL.pdf
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Sync the Scanner 
(This uploads the data to eBARS) 

 

For problems with the scanner or syncing process please contact Derek Hitt  at 257-8638 or visit eBARS 

Scanner Software. 
 
 

Sync the scanner each day you scan, otherwise you risk losing your data. 
 
 

1. Ensure scanner is seated properly in the cradle. 
2. Press the sync button on the cradle (bottom-right corner w/ 2 arrows).               
3. You will hear 3 ascending tones, and a small óHotSync Progressô box will 
appear on your PCôs screen with moving red and blue arrows.  

4. Enter your eBARS Logon ID & Password on the PC when prompted.  
You will hear 3 descending tones when completed.  You will also see 
óHotSync operation complete.ô on the scanner screen. 

5. Log on to eBARS and verify that the data was uploaded. 
6. At the bottom of the eBARS equipment home page, an entry such as óView your Sync Loaded 

on Tuesday, September 30, 2010 at 13:39ô will appear under Messages.  You can click this link 
to view items successfully 
synced. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
  


